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1. Purpose. To publish Marine Corps policies and procedures for
processing joint actions and related correspondence. This Manual
is a conplenent to reference (a) which is the basic source for
joint-action processing.

2. Cancellation. HQO P5216. 7E.

3. Background. Reference (b) designates the Deputy Chief of
Staff for Plans, Policies and Operations (DCS PP&0O as the

Mari ne Corps Operations Deputy (OpsDep) to the Joint Chiefs of
Staff. As such, the OpsDep coordinates all joint actions worked
by the HQVC staff; Commandi ng General, Marine Corps Conbat

Devel opment Command (MCCDC); and Commander, Marine Corps Systemns
Command ( MARCORSYSCOM). Unl ess otherwi se noted, the word "joint"
is used only in reference to the Joint Chiefs of Staff and the
Joint Staff. The term"action office" used in this Manual refers
to those elenments of HQMC, MCCDC, and MCRDAC whi ch are invol ved
in processing joint actions.

4. Summary of Revision. This Manual contains mgjor

nodi fications which establish internal procedures in consonance
with JCS Menorandum of Policy (MOP) 9, "Policy on Action
Processing," issued 27 February 1990. The issuance of MOP 9
est abli shed major policy changes with respect to the processing
of joint actions. This Manual also reflects a reorganization of
Plans Division. A new branch in the division, the Joint Staff
Branch, has been created to provide a close and continuous |ink
to the Joint Staff. The role of the Joint Staff Branch in the
processing of joint actions is described in detail. This Manual
was designed to assist involved Marines and civilians in

under st andi ng the process by which joint actions are worked and
the responsibilities and requirenents attendant to the process.
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Thi s Manual should be read thoroughly by all personnel involved
with joint actions.
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JO NT ACTI ON PROCESSI NG

CHAPTER 1

GENERAL | NFORMATI ON AND ADM NI STRATI VE PROCEDURES

1000. PURPCOSE. This Manual prescribes procedures which will be
used by Marines in processing joint actions, preparing
correspondence for subnission to the Joint Chiefs of Staff (JCS) or
the Joint Staff, preparing briefing books for JCS neetings, and
reviewi ng plans of the unified and specified commanders. The
procedures set forth herein are in consonance with established
Joint Staff procedures and govern Marine Corps participation in
joint matters.

1001. THE JO NT CH EFS OF STAFF (JCS). Menbership on the Joint
Chiefs of Staff includes the Chairnman, Joint Chiefs of Staff (CICS);
Vi ce Chairman, Joint Chiefs of Staff (VJCS) in absence of Chairman;
Chief of Staff, U S. Army (CSA); Chief of Naval Operations (CNO;
Chief of Staff, U S. Air Force (CSAF); and the Commandant of the
Marine Corps (CMC). The CICSis the principle mlitary advisor to
the President of the United States, Secretary of Defense, and the
Nat i onal Security Council; other nmenbers are military advisors, as
described in the DoD Reorgani zati on Act of 1986.

1002. RESPONSIBILITY FOR JO NT NMATTERS

1. In accordance with the reference (b), the Deputy Chief of Staff
for Plans, Policies and Operations (DU S PP&) serves as the
Operations Deputy (OpsDep) for the Marine Corps with respect to the
Joint Chiefs of Staff. As such, the OpsDep is responsible for
coordi nating Marine Corps staff actions on joint nmatters.

2. The Director, Plans Division, PP& Departnent, serves as the
Deputy Operations Deputy (DepQOpsDep). The DepOpsDep provides CMC
and OpsDep with staff assistance on joint matters, and acts as the
OpsDep when required.

3. The Deputy Director, Plans Division, acts as the Director when
requi red and provides the Director with staff assistance and
supervi sion of personnel matters.

4. Marine Corps Service Planners are officers assigned to the
Joint Staff Branch, Plans Division who have the sole authority,
bel ow the DepQpsDep, to conduct final coordination. In addition,
they are the primary points of contact for conmuni cati ons between
HOMC and the offices of the CICS; Director, Joint Staff (DJS);
Secretary, Joint Staff (SJS); and the Special Assistant for Joint
Matters (SAIM.
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They work closely with action officers, counterparts in HQWC
departnents and divisions, MCCDC, and MARCORSYSCOM to establish the
Marine Corps position on joint actions. They then articul ate that
view to the Joint Staff.

5. The Executive Assistant to the DO S PP&O provi des direct
assistance to the OQpsDep in coordinating all joint matters.

1003. STAFF RESPONSIBILITIES. WMarine Corps Service Planners and
action officers advise CMC, through the OQosDep, on all nmatters of
joint interest within their respective areas of responsibility.
The review, conment, or coordination by the Services and Joint
Staff in processing joint actions will take precedence over al
other duties. Joint actions nust represent the highest quality
staff work. As such, quality, conpleteness, and tineliness nust
be ensured.

1004. HEADQUARTERS AND COMVANDS' STAFE SUPERVI SORS/ BRANCH CHI EFS
FOR JO NT MATTERS. Each Headquarters departnent and division, and
t he Conmmandi ng General, MCCDC and the Comrandi ng General, MCRDAC
wi |l designate individuals to serve as points of contact for joint
matters. These individuals will normally be staff supervisors or
Branch Chi efs who supervise action officers and are authorized to
convey recomended Marine Corps positions to a Marine Corps Service
Pl anner, DepQOpsDep, or OpsDep. For sinplicity, throughout this
Manual these individuals will be referred to as Branch Chiefs.
Branch Chiefs are not authorized to provide final coordination for
the Marine Corps. They are nornally colonels or civilian

equi valent. They are al so responsible for

1. Monitoring joint actions tasked to their respective branch or
di vi si on.

2. Ensuring joint actions under their cognizance are properly
coordi nated and the proposed response is consistent with the
policies of their Division and Departnment Heads.

3. Ensuring adm nistrative correctness of joint actions and
rel ated correspondence.

4. Coordinating with the Joint Staff Branch JACO on the subm ssion
of briefing books for JCS neeting agenda itens.

5. Advising the JACO, when requested, of the cognizant action

officer on actions or agenda itens. Periodically the JACO will
publish a list of these Marine Branch Chiefs for joint matters.
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1005. MARINE CORPS ACTION CFFICER (AOQ). A Marine Corps AOis a
designated officer within a Headquarters branch or division, or a
command, who is responsible for staffing joint papers and acti ons,
preparing oral and witten responses and briefings for the Branch
Chi ef, Marine Corps Service Planner, DepOpsDep, OpsDep, and CMC.
Nornmal Iy, the AO provides the staffing continuity fromthe receipt
of a joint action until the action is conpleted. The AOis assigned
to the appropriate branch or division, subordinate to the Branch
Chief. Once an AOis assigned a joint action by the Branch Chief,
the AO and the Marine Corps Service Planner will maintain direct
I'iaison.

1006. THE JO NT ACTI ONS CONTROL OFFI CER (JACO). The JACO and Joi nt
Staff Branch supporting staff are the nechani sm which keeps j oi nt
staff action noving snoothly. The JACO supports the entire system
The JACO under the staff cognizance of the Head, Joint Staff Branch
performs the foll ow ng general functions:

1. Conveys Marine Corps Service Planner final coordination
responses to the various Joint Staff Mlitary Secretaries (M Secs).
O ficers authorized to provide final coordination on behalf of the
Services are listed in a periodic Joint Information Menorandum which
is maintained by the JACOO The Joint Staff M| Secs may only accept
reports of final coordination in the nane of those officers listed
in the nenmorandum Al other reports DO NOT represent a fornal
Marine Corps position.

2. Assigns action for issues subnitted to the Marine Corps to
Headquarters branches, divisions, or departnments, and to other
commands as required, for preparation of a Marine Corps position.
Changes to joint action assignnents nust be coordinated through the
JACO.

3. Mnitors processing of joint actions that require the fornal
submi ssion of a Marine Corps position.

4. Adm nistratively coordi nates responses and regi sters Marine
Corps positions on joint actions to the cognizant M| Secs of the
Joint Staff.

5. Coordinates and distributes agendas for the JCS, OpsDeps, and
DepOpsDeps neetings, and coordi nates attendance at briefings and
debriefings for such neetings.

6. Serves as a focal point for the Joint Staff M| Secs.
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7. Coordinates with Actions Division, Ofice of the SJS, on the
procedures used in processing joint actions.

1007. STAFF _NONCOVM SSI ONED OFFI CER I N CHARGE, PENTAGON OFFI CE OF
THE COVMANDANT. The SNCO C of the Commandant’s office at the
Pentagon is posted at an office adjoining the CMC s office (room
2E914) in the Pentagon. The SNCO C is supervised by the JACO and
i s under the cognizance of the Head, Joint Staff Branch. The
functions of the SNCO C are:

1. Escorts the CMC, Assistant Commandant of the Marine Corps,
OpsDep, and DepQpsDep to JCS neetings and to other offices in the
Pent agon.

2. Escorts other Marines on official business who do not possess
the required passes for access to the Joint Staff area, excluding
the National Mlitary Command Center (NMCCO).

3. Mintains the CMC' s office in the Pentagon.

4. Mintains close liaison with the JACO on natters pertaining to
JCS business. This includes JCS neeting agenda itens, neeting tines
and pl aces, papers requiring i nmedi ate Mari ne Corps action, and
matters of imediate interest to the CMC, OpsDep, DepOpsDep, or

ot her principals of the HQVMC staff.

5. Maintains liaison with the offices of the DJS, SJS, SAJM and
pl anners and AD' s on the HQMC and Joint staffs.

6. Accepts, obtains, and delivers copies of joint actions to the
JACO as appropriate.

7. Provides limted administrative services for Marines assigned
to the various staffs in the Pentagon.

1008. ACCESS TO JO NT PAPERS. JCS MOP 60 delineates disclosure
policy and expl ains speci al safeguards for joint papers including
gui dance i ntended to prevent the unauthorized rel ease or disclosure
of information. This guidance is set forth to preserve the
statutory relationship of the Joint Chiefs of Staff as the mlitary
advisors to the President, the National Security Council, and the
Secretary of Defense by protecting the privileged nature of joint
papers from unaut hori zed di sclosure. Special care will be taken to
limt access to joint papers to personnel with proper security

cl earance, who require their use in the performance of official
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duties. Headquarters departnents, divisions and CG s in receipt of
joint papers will ensure that personnel are familiar with the

provi sions of MOP 60, and will enploy suitable neasures to ensure
the security of joint papers. JCS-approved plans are covered by MOP
60 and di scl osure must be in accordance with the procedures

contai ned in MOP 60.

1009. REPRODUCTI ON OF JO NT PAPERS. Joint papers will not be
reproduced by Headquarters branches, divisions, or departnents, or

ot her Marine Corps comands wi t hout proper authorization. |If
addi ti onal copies of a paper are required, the cognizant AO shoul d
request themthrough CMC (Code ARFB). |If additional copies are not

avai |l abl e through ARFB, the JACO should be notified for assistance
in requesting additional copies of the paper fromthe SJS or

M1 Secs. Exceptions to this policy may be approved by the Branch
Chief in the event that the urgency of an action precludes the use
of routine channels. |In that case, the Branch Chief may authorize
the action of face to reproduce the docunent. Wen docunents are
reproduced, the action office will control the copies and ensure
their destruction upon conpletion of the action in accordance with
the current operating procedures of ARFB

1010. ACCOUNTABILITY AND RETENTI ON OF JO NT PAPERS

1. Accountability. Al classified joint papers not brought into

t he Headquarters control systemw || becone the responsibility of

t he cogni zant AO and entered into his/her accountability system A
report of the material’s destruction will be conpleted and retained
when the AO deens the material is no | onger necessary. Destruction
reports will be mmintained by the action office for a period of 2
years.

2. Retention. Joint papers on which action has been taken will be
retained as long as the issue is dynamc. Joint actions originated
by Actions Division, Ofice of the Secretary, Joint Staff wll
normal |y be followed by Notes to Hol ders or a Decision, which will
be appended to the original document. These foll owon papers becone
part of the original document and separate accountability is not
required follow ng incorporation of the appended docunents.

1011. CLASSI FI CATI ON AND DOANGRADI NG.  The originator is
responsi ble for the classification and downgrading instructions for
each docunment generated. Cassification and downgradi ng




instructions on nost joint papers is derived fromthe source paper
therefore, the use of "Miultiple Sources" should only be used when
the derivative classification is from"nultiple" docunents. Wen
the classification is derived fromone docunent, the docunent
created should carry the classification of the source docunent.
The current edition of MCO P5510.2 provides guidelines for both.

1012. PROCEDURES FOR OBTAI NI NG REFERENCES

1. JCS Docunents. JCS Docunents nust be requested by the nunber
assigned to the paper by the Joint Staff and are normally avail abl e
t hrough Adm ni stration Resources Managenent (ARFB). |If ARFB does not
hold the reference, it nmay be requested fromthe Joint Staff by the
JACO who will distribute the paper through ARFB

2. Messages. Top Secret and Executive Distribution (State
Department - ori gi nated) nessages are kept on file by ARFB for 30
days. They nmay be requested by originator, date-tine-group, and
subject or State Departnent originator nunber. O her nessages are
normally on file at the Headquarters Communi cati ons Center (Code
ARB), Room 2420. They are requested by originator, date-time-
group,. and subject. If a nessage is not on file at ARFB or the
comruni cations center, it nmay be requested fromthe JCS

Comuni cations Center through the Headquarters Contmuni cations
Center.

3. Oher References. Oher references, such as operations plans,
studies, and treaty docunents are normally avail abl e t hrough ARFB
If the docunment control number is not known, the follow ng
information is required to | ocate the docunent:

a. Oiginator and originator’s control nunber

b. Date of document.

c. Subject of docunent.

d. Cassification of docunent.
1013. SPECI AL HANDLI NG PROCEDURES FOR SENSI TI VE JCS AND RELATED

DOCUMENTS. Procedures for handling sensitive joint papers will be
as foll ows:

1. National Security Council (NSC) Docunents

a. Access and handling procedures for NSC docunents are
intended to ensure that only those persons with a valid need-to-know
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have access to these docunents. Accordingly, the follow ng
restrictions in processing and handling of NSC papers shall apply:

(1) Do not reproduce NSC documents except as authorized by
the CJCS.

(2) Show NSC documents only to the addressee of the seal ed
envel ope contai ning the docunent. The addressee will determ ne
routing requirenents, if any.

(3) Limt admnistrative handling of NSC docunents to an
absol ute mi ni nrum nunber of peopl e.

b. When the Joint Staff is prohibited fromreproduci ng an NSC
document, the docunent will be hand carried, with the approval of
the CJCS, to CMC to read. 1In this case, the document will be
returned for filing in the Chairman’s office.

c. As a general rule, NSC papers are distributed to the
Services and appropriate agencies by the Joint Staff
Di stribution Center. The Marine Corps adm nistrative handling
procedures for positive control of NSC docunents are as foll ows:

(1) The seal ed envel ope is receipted for at the Pentagon
Rm 5E531 by the JACO

(2) The seal ed envelope is then delivered to ARFB by courier
and entered into their classified controlled docunents system

(3) The docunent will then be routed to the EA, DO S PP&O
for review After review, it will be returned to ARFB and delivered
to the appropriate departnent, division or command for action or
di sposition.

(4) Upon conpletion of any required action associated with
t he docunent, the docunent is returned to ARFB with gui dance
regardi ng appropriate routing or disposition instructions.

2. Mermorandum of Policy 116 (MOP 116) Docunents

a. Access and handling procedures for special plans not
processed t hrough normal administrative channels are contained in
JCS MOP 116. As a minimum the followi ng safeguards apply:

(1) Access is on a "must-know' basis only.
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(2) A Special Handling cover sheet is required during
routing.

(3) Docunents will be marked with the foll owi ng caveat:

"Special handling of this docunent is required in
accordance with JCS Menorandum of Policy 116.
Hand-carry during routing. Access to this document
islimted to those who nmust know the information."

(4) Docurnents nust be delivered unopened to the designated
Branch Chief.

b. The designated Branch Chief is responsible for promulgating
separate procedures for the internal handling of MOP 116 docunents
when special procedures are required.

3. Docunents Containing Sensitive Conpartnented Information (SC).
The Headquarters and command SSO s are responsi ble for establishing
procedures for the handling of SCI material. Those procedures are
currently published in local orders. The instructions bel ow are
intended to reinforce those procedures.

a. Access and handling procedures for SCI naterial and
docunents are contained in DoD Directives S5200.17(M 2) and
TS5001. 2(M 1), respectively. SC docunents are nornally
delivered to HQMC via courier to the Control Point of the Director
of Intelligence (INT(E)). Regardless of the neans of delivery, al
SCl docunents nust be entered into the central systemat the Contro
Poi nt (room 3135, extension 44537/43306).

(1) The only authorized work spaces at HQWVC for handling
di scussi ng, and processing SCI materials are the Control Point.

(2) The Control Point provides: storage, registration
reproduction, courier service, access lists, cover and disclosure
sheets, adm nistrative support, reading spaces, and a reference
library. After-hour and weekend services nust be arranged by 1630
on weekdays.

(3) Access to SCI material is on a "nust-know' basis only.
Al'l persons granted access to a docunment will sign the disclosure
sheet .

(4) Al SCl materials will be transported in appropriately

mar ked pouches (available at the Control Point) by a designated
couri er.
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b. The follow ng precautions will be taken for SCI materials:
(1) sCl nmaterials may be stored only at the Control Point.
(2) SCl matters may be discussed only in the authorized
spaces provided by the Director of Intelligence and only with those

persons known to possess the required access.

(3) Access to SCl information nmust be verified by Contro
Poi nt personnel or the HQMC Special Security Oficer (SSO.

(4) SCI materials nay not be left unattended.
c. Questions regarding handling, transporting, sanitizing,

destruction, and reproduction of SCI materials nust be directed to
the HQMC SSCb at extension 45721/ 43250.
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JOA NT ACTI ON PROCESSI NG

CHAPTER 2

PROCESSI NG JO NT ACTI ONS

2000. | NTRODUCTION. Joint actions are staff papers which originate
at the Joint Staff and are circulated anong the Joint Staff
directorates, the Services, and, when appropriate, Defense agencies.
They are circulated to devel op a coordinated position for use by the
CJCS in advising the President, NSC, and the Secretary of Defense
They may be approved, often w thout direct addressal by the Joint
Chiefs of Staff, under the provisions of JCS MOP 9. Reference (a)
describes in detail the administrative instructions related to the
handl i ng of joint actions and should be read and understood by al
who deal in joint actions.

2001. COORDI NATI ON. Coordination of joint actions gives the Marine
Corps an opportunity to contribute to and conment on joint actions.
Coordi nation is one of the nmeans the Comrandant uses to provide
mlitary advice to the President, NSC, and the Secretary of Defense.
Early invol venent of Marine Corps Service Planners and AOs is
crucial to the full devel opnent of an issue. Coordination normally
takes place in tw phases: prelimnary and final coordination

1. Prelimnary coordination is normally acconplished at the AO

| evel to gather information which identifies, clarifies, and
strengthens the issue. After prelimnary coordination, the Joint
staff is obligated to staff the action again for final coordination
before forwarding it for final disposition.

2. Final coordination is a request for formal concurrence or
nonconcurrence on a proposed joint action. Final coordination is
provided by the appropriate Marine Corps Service Planner. The
provi si on of concurrence or nonconcurrence by the Marine Corps
Servi ce Planner represents the view of the Commandant of the Marine
Cor ps.

3. Marine Corps Service Planners are expected to respond to issues
for final coordination in a tinely fashion. |[|f a Planner reconmmends
nonconcurrence, specific objections and supporting rational e nmust be
provided. A concurrence with mnor changes may al so be a
recomended position.

4. Substantive changes nmade to an action by the Joint Staff
following final coordination nmust be coordinated again.
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Ceneral |y, any change necessary to accommopdat e a nonconcurring vi ew
will be substantive and will require coordination with the other
coordi nating organi zations.

2002. THE MARINE CORPS JO NT_ACTI ON PROCESS. Joint actions may be
generated internally by the Joint Staff or originate from agencies
external to the Joint Staff. Actions for Marine Corps coordination
are considered first by the appropriate Marine Corps Service

Pl anner. |If the Planner can provide the requested coordination, he
does so immediately. |If additional coordination/study is required
or if the Planner is not conversant in the matter, he forwards the
action to the appropriate branch, division, departnment or conmand.
The assigned AOw Il then, working with his Branch Chief, take the
necessary staff action to prepare a Marine Corps position for

submi ssion to the Marine Corps Service Planner for fina
coordination with the Joint Staff. Figure 2-1 depicts the action
process. Note the place of the JACO Al though assigned to the
Joint Staff Branch, the JACO supports the entire process with
communi cations, coordination, and adm nistrative support.

2003. RECEIPT OF AN ACTION. The JACO located in Rm5E531 of the
Pentagon, will initially receipt for all joint actions. Follow ng
recei pt of the joint action, the action is reviewed for distribu-
tion, entered into the JACO pending action list, and routed to the
appropriate branch, division, departnent or comrand for action

(Pl ease note that AO level actions are not recorded into the JACO
pending list). A route sheet or Joint Action Transmittal depicting
required action will be attached to all joint staff action

2004. | MVEDI ATE ACTIONS. When the JACO passes an action to a
Marine Corps Service Planner, the Planner takes action to

expedi tiously coordinate the matter, if possible. If unable to
coordinate the matter inmedi ately, the Planner transfers the action
to the appropriate Branch Chief.

2005. CONTI NUI NG ACTIONS. Marine Corps Branch Chiefs provide a
recommended Marine Corps position upon receipt of the action, if
possi ble, and return the action to the Marine Corps Service Planner
for final coordination. |If unable to imediately respond to the
action, the Branch Chief provides necessary guidance to the AO who
then sets out to develop the detailed Marine Corps position
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1. The AOis responsible for devising the foundation for the
devel opnment of the Marine Corps position. The Conmandant and the
OpsDep rely on the AO to thoroughly research and | ogically present
a position on the action item The AOwlI:

a. Research the issue for existing policy, precedent, new
information, the points of view of the other Services, etc.

b. Participate in neetings conducted by the Joint Staff AQ

c. Coordinate with other Service and Joint Staff AGCs. Make
every effort to educate the participants on the issues of concern
to the Marine Corps and attenpt to present the issue in as
favorable a |ight as possible.

d. Coordinate with Headquarters branches, divisions, and
departnents, and ot her comrands as necessary.

e. Seek guidance fromthe Branch Chi ef as necessary.

f. Provide prelimnary coordination to the Joint Staff AO as
required.

g. Prepare the reconmended Marine Corps position for
presentation to the Branch Chief. \When appropriate or specified by
the Branch Chief the Joint Action Briefing Sheets (JABS) from
Chapter 3 of this Manual will be subnitted.

2. The JACO provides adm nistrative control and distribution on
all JCS Form 136 actions. However, all prelinmnary JCS Form 136
coordi nations and staff discussion will be nade by the AO directly
to the Joint Staff AO

2006. CONCLUDI NG ACTIONS. When the Marine Corps Service Pl anner
recei ves the recommended Marine Corps position fromthe Branch
Chief, the position is reviewed and then conveyed to the Joint Staff
as the Marine Corps final coordination. Alternatively, if the
Marine Corps Service Planner believes that new Marine Corps policy
is being forged, the planner will forward the position to the
DepDpsDep/ OpsDep reconmendi ng concurrence or nonconcurrence at the
appropriate level. The AO has a continuing responsibility to
chronologically trace the final Marine Corps position, the ultinmate
Joint Staff position, and the Chairman’s decision. This informtion
will be incorporated in the AOs file of the subject.




2007. CONTINUOUS COVMUNI CATIONS. The linchpin to the entire
process described above is continuous comunications between the
Marines involved. The Marine Corps Service Planners, Branch Chiefs,
and AO s nust be in constant conmmunication to exchange initial

t houghts, uncovered i nformation, prelimnary coordi nati on, guidance,
final coordination, Joint Staff positions, and decisions. Each
nmenber of the team nust constantly ask hinmself three questions:
"What do | know, who el se needs to know, and what have | told then®"

2008. DOCUMENTS WHI CH SUPPORT JO NT ACTI ON PROCESSI NG Sever al
docunents support and record the steps of joint action processing.

1. The Action Directive. Some joint actions will be initiated by
the circulation of an Action Directive (known as a "Blue Bullet"
exanpl e at figure 2-2). Upon receiving a tasking, the Joint Staff
AOw Il normally circulate a Blue Bullet to the Services advising
them that an action is forthcom ng and soliciting the identification
of points of contact for coordination. Wen received, the JACO will
distribute the Blue Bullet to the cognizant branch, division
departrment, or conmmand where an AOwill be designated to establish
liaison with the joint AO It is incunbent upon the AO to establish
initial liaison with the joint AOlisted on the Blue Bullet.

2. JCS FORM 136. JCS Form 136 is a nulti-purpose form (figure
2-3), simlar to a HQMC route sheet. It is used to provide
information related to an action, transnmt docunents, record

coordi nation, etc. Reference (a) provides detailed instructions on
the use of this form It is essential that all Marines involved in
processing joint actions know how to use JCS Form 136

3. THE JO NT ACTI ON BRI EFI NG SHEET (JABS). The JABS is used as a
concise briefing formfor presenting a recommended position to the
final coordinator. This is a Marine Corps formand is not

aut hori zed for distribution outside the Marine Corps. The JABS
provides pertinent information about the action. A detailed
description of the JABS follows (The letter followi ng each

subpar agraph indicates a el enent of the formas depicted in figure
2-4.):

a. Summary. Set forth a concise summary of what the paper
shoul d accomplish if eventually approved by the JCS, together with
a statenent of the basic issue under consideration. The pertinent
concl usi ons of the paper ray be included in this section, together
with a specific statenent as to what the Marine Corps is being
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asked to approve. The attention of the Service Planner may be
invited to key sections of the paper. The |ast sentence should
state whether the paper, as witten, is acceptable to the Marine
Cor ps.

b. Problem This paragraph will state clearly, concisely, and
unequi vocal ly the major factors which the Marine Service Planner
nmust consider in taking action

c. Background/Discussion. Uilizing the conplete paper, its
references, and the background know edge of the AQ, include the
informati on necessary to orient the Service Planner to previous
actions pertaining to the matter under consideration. Explain why
the paper was witten; e.g., "lIn response to request from SECDEF."
The di scussion portion of the basic paper is an analysis of the
salient issues involved, together with their relationships to other
matters. It sets forth the logic, or the danger, in the
recomendati ons contai ned in the paper

d. Recomendation. This is the specific action which is
recormended to the Service Planner. Specific reference nmust be
made to processing the paper. It may include one of the foll ow ng:

(1) Approve the paper as witten and process by tel ephone
response.

(2) Sign the attached Marine Corps Divergent View Marine
Corps Service Planners Menorandum

(3) Approve the paper as nodified by the corrigendum and/ or
Di vergent View and process by tel ephone response.

e. Coordination. This section is reserved to list the
di vi si ons, branches, sections, other Services, and agencies who
were coordinated with in order to forma Marine Corps Position
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Joint Action Process

JOINT ACTION FLOW CHART

Joint Staff Initiates Action
v
JACO Receives/Makes Distribution

AO Coordinates w/ USA, USN, USAF
HQMC Staff, Other Agencies

v
AO Returns Transmittal/Action to JACO w/
Recommended Position e.g., Concur, Concur w/comments,
or Nonconcur, JABS, and Recommended Paper to JACO

v
JACO Forwards Package to Service Planner

A 4
Service Planner Makes Decision/Signs Paper/Returns to JACO

JACO Phones PositioH and/or Paper to Joint AO

JACO Returns Copy to AO/Files Copy Internally

Figure 2-1 "Joint Action Process"



JO NT ACTI ON PROCESSI NG

J-1 2555/ 254-00/D
11 May 1990

MANPONER AND PERSONNEL DI RECTORATE (J-1)

QUT- OF- CYCLE CHANGE TO THE FY 1990 JMP FOR NATI ONAL
DEFENSE UNI VERSI TY

(Ref: J-1 2555/254-00)
1. The reference has been referred to the Director, J-1 for
appropriate action.
2. The Chief, Manpower Managenent Division, will take the

necessary action.

3. There will be an action officer neeting to discuss this
action at 1430 on 17 May 1990 in the J-1 Conference Room 1E841.

4. Nanes and tel ephone nunbers of the Joint Staff, and Service
action officers should be provided to the action officer |isted
bel ow by 1600, 15 May 1990.

FOR THE DI RECTOR FOR MANPOAER AND PERSONNEL:
ROBERT S. STANLEY

Li eut enant Col onel
Mlitary Secretary

USAF

DI STRI BUTI ON:
Servi ces

J-5

J-7

J-8

| nternal Coordination:
Per sonnel, Pl ans and
Policy Division, J-1

REFERRED TO

LTC David D. Fletcher, USA
Manpower Managenent Divi sion
Ext 48171









Joint” Action Processing

JOINT STAFF ACTION PROCESSING FORM

TO CLASSIFICATION ACTION NUMBER
DJS UNCLASSIFIED 19 sgp 1991 J5 2557/303-00
THRU ' ORIG SUSPENSE
. . 25 _0OCT 91
S5J8 SUSPENSE
SUBJECT 21 OCT 91
DOD Instruction 5210.XX, APPROVAL
*Diplomatic Security"” XXX |SIGNATURE |J-5 SUSPENSE
INFORMATION| 19 OCT 91

ACTION SUMMARY

. To provide OASD(C3I) with Joint Staff comments on their pro-
posad* DOD Imstruction 5210.XX, "Diplomatic Security."

2. Background. OSD has negotiated a Memorandum of Understanding, 17 SEP
90, with Departments of State and Justice regarding overseas diplomatic
security support. The Attorney General has provided guidelines for FBI
supervision or conduct of espionage investigations 05 US diplomatic
missions’' personnel while abroad, 17 APR 90. OASD(C’I) proposes* a DODI
5210.XX, "Diplomatic Security,” to implement the MOU and Attorney General
guidelines.

3. Discussion.

a. The proposed* DODI is acceptable as written but is flawed in that
‘the interface between DOD and Departments of State or Justice is not
defined. At TAB is a proposed DJS memorandum in response which suggests
DODI should provide ways and means for tech coordination with the Federal
Departments by DIA and ASD(C3I) while OSD policy coordination responsibil-
ities uhould be unde: the purv1ew of the ASD(ISA).

b, Setvice 85cretaries and DIA were separately tasked for response.
Services ‘and DIA have received a copy of this package and are expected to
concur with comment on the DODI along the lines proposed at TAB.

Rnnnmmﬂndlhinn DJS sign attached memorandum (TAB) to ASD(C3I).

Attachment

Reference:. -

* SD Form 106, :26 Jul 91. DODI 5210.XX, "Diplomatic Security" (SJ8
2557/303—00)‘ #

NAME & _ DATE EXT

IOFFICE
J=5 e CMDR Ellison, USN 26AUGIX41777
J-1 x46499] LC  [COL Terrv., USMC _22AUG|x71137

J-3 [CAPT Johnson, USN 29AUG|x52541] J-7  [COL O'Connor. USMC 3SEP|x58851
J-4_ [COL Magnus, USMC ~26AUG|x70744] J-8  [LTC Pusev, USA  26AUG|x79860

J=6 T e 2BAUG X57155
ACTION OFFICER/DIV/PHONE: David A. Ellis, COL, USAF, POL Div, J-5, x32745
DATE PREPARED |CLASSIFICATION

10 SEP 91 UNCLASSIFIED
JS FORM 136L Internal Staff Paper, Release Covered by MOP 60

APR 91 . PREVIOUS EDITION OF THIS FORM MAY BE USED

T Figure 2-3 "Example of a JCS Form 136"
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JO NT ACTI ON BRI EFI NG SHEET (JABS)
DD Mmm 1991

From Action Oficer
To: Servi ce Pl anner
Vi a: Branch Chi ef

SUMMARY
Surmarize the JCS Form 136 and the proposed action to be taken
Last sentence should state whether the paper, as witten, is
acceptable to the Marine Corps.

PROBLEM
This paragraph will state clearly, concisely, and unequivocally the
maj or factors which the Marine Service Planner nmust consider in his
deci si on.

BACKGROUNDY DI SCUSSI ON
G ve a short synopsis of the actions taken prior to the issuance
of the JCS Form 136. Al so discuss anything related that may not
be addressed in the JCS Form 136 but are relative to the Mrine
Cor ps position.

RECOMVENDATI ON
G ve your personal recommendati on on what the Marine Corps Service
Pl anner should do, i.e. "Recomrend the Marine Corps Service sign
the MCPM at Tab A"

COCRDI NATI ON
Li st the Departnents, Divisions, Branches, Section, other Services,
and agenci es who were coordinated with when form ng the reconrended
Marine Corps position

a. USMC Depart nent/ Di vi si ons:
Li st HQWC Sections that the JCS Form 136 was coordi nat ed.
b. O her Servicel/ Agency Positions:
Arny: Concur/Nonconcur and reasons for, if applicable
Navy: Concur/ Nonconcur and reasons for, if applicable

Air Force: Concur/Nonconcur and reasons for, if applicable
O her: List other Agencies positions

Very respectfully,
AO s Signhature
CLASSI FI CATI ON
Figure 2-4 Joint Action Briefing Sheet (JABS)
2-14
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JO NT ACTI ON BRI EFI NG SHEET (JABS)
DD Mmm 1991

From Action Oficer
To: Servi ce Pl anner
Vi a: Branch Chi ef

SUMMARY
Surmarize the JCS Form 136 and the proposed action to be taken
Last sentence should state whether the paper, as witten, is
acceptable to the Marine Corps.

PROBLEM
This paragraph will state clearly, concisely, and unequivocally the
maj or factors which the Marine Service Planner nmust consider in his
deci si on.

BACKGROUNDY DI SCUSSI ON
G ve a short synopsis of the actions taken prior to the issuance
of the JCS Form 136. Al so discuss anything related that may not
be addressed in the JCS Form 136 but are relative to the Mrine
Cor ps position.

RECOMVENDATI ON
G ve your personal recommendati on on what the Marine Corps Service
Pl anner should do, i.e. "Recomrend the Marine Corps Service sign
the MCPM at Tab A"

COCRDI NATI ON
Li st the Departnents, Divisions, Branches, Section, other Services,
and agenci es who were coordinated with when form ng the reconrended
Marine Corps position

a. USMC Depart nent/ Di vi si ons:
Li st HQWC Sections that the JCS Form 136 was coordi nat ed.
b. O her Servicel/ Agency Positions:
Arny: Concur/Nonconcur and reasons for, if applicable
Navy: Concur/ Nonconcur and reasons for, if applicable

Air Force: Concur/Nonconcur and reasons for, if applicable
O her: List other Agencies positions

Very respectfully,
AO s Signhature
CLASSI FI CATI ON
Figure 2-4 Joint Action Briefing Sheet (JABS)
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JO NT ACTI ON PROCESSI NG
CHAPTER 3

PREPARATI ON AND SUBM SSI ON OF JO NT CORRESPONDENCE

3000. GENERAL. Fromtine-to-tine it is necessary to officially
correspond with the Joint Staff or JCS nenbers. The instructions
detailed in this chapter provide guidance for preparing and

subm tting correspondence to the Joint Staff and nenbers of the
Joint Chiefs of Staff. Certain types of papers may be prepared as
a form of conmmunication between nenbers of the Joint Chiefs of
Staff, but for the nost part, papers are subnmitted to the Joint
Staff to express dissenting views or proposed resolution of an

i ssue by the Marine Corps.

3001. PAGE AND PARAGRAPH FORMAT. There are essentially two formats
used in papers submtted to express Service divergent views or
concerns with an action; narrative format and change format.

1. Narrative Format. Narrative format is used to make genera
comrents on a joint action or on particular portions of the action.
The narrative format is witten as a standard nmenmorandum singl e
spaced, with standard paragraph nunberi ng conventi ons.

2. Change Format. The change format is used to recommend specific
changes on a joint action. Changes should be identified as
critical, major, substantive, or adm nistrative. Min paragraphs

wi || be nunbered using standard paragraph nunbering conventi ons.

Al'l reconmmended changes will be listed under one paragraph. Changes
wi |l be nunbered beginning with MC-1 (Marine Corps-1) and nunbered
consecutively throughout the paper. Al reconmended changes will be
acconpani ed by justification for the change. The use of right
margin |ine nunmbers is not required, however, they may be used when
deenmed necessary. The following is the fornat to be used in
recomendi ng a specific change to a paper

MC-1. (U Page 67, paragraph 3. Change to read:
"3. The Services will nomnate..."
REASON. (U) Cdarification.

3. Conbining Narrative and Chance Formats. At times it is
necessary to provide specific changes as well as narrative comrents.
When this occurs, narrative comments will be at the first part of
the paper, i.e., paragraphs 1 through X, and single spaced. The
recommended changes in change format will be listed at the latter
part of the paper; one spacing will change to doubl e space at the
"changes" portion of the paper
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4. Paper Control Nunbers. Al papers submitted to the Joint Staff
are assigned control nunbers by the JACO The AO preparing a paper
will obtain a control number for the paper fromthe JACO prior to
submtting the paper to the Service Planner for signature.

5. Briefing Books. Procedures for preparing briefing books are
detailed in Chapter 4 of this Mnual .

3002. PAPERS EXPRESSI NG SERVI CE VI EW6

1. Marine Corps Action Oficer Menorandum (MCAOM). MCAOM s are
prepared, signed and submtted by the cognizant AO to provide a
written response on a joint action that is circulated for AO | evel
coordi nation. The use of MCAOM s is not always necessary. Every
attenpt should be nade to resolve issues inforrmally at the AO | evel.
When AO concerns cannot be satisfied informally, a MCAOM shoul d be
submitted. MCAOM s will be addressed to the Joint Staff AO and
prepared in the format shown at figure 3-1. MCAOMs w |l be signed,
nunbered, and forwarded with 6 copies to the JACO for distribution.
MCAOM s DO NOT represent a formal Marine Corps position.

2. Marine Corps Planner’s Menorandum (MCPM . Service Planner’s
nmenor anda are prepared by the cogni zant AO and signed by the

cogni zant Service Planner on actions that are circulated for

Pl anner | evel coordination or review. They provide a vehicle to
surface concerns, correct factual errors or propose a different
formof words to the joint action. They WLL NOT be submitted to
express divergent views on actions. A MCPMrepresents a formal
Marine Corps position. MCPMS will be addressed to the Director of
the Joint Staff Directorate initiating the joint action. They wll
be prepared in the format shown at figure 3-2, signed, nunbered, and
forwarded to the JACO for copy and distribution.

3. Marine Corps Planner’s Divergent View (MCPDV). A MCPDV is used
to convey Service divergent views with the Joint Staff’s proposed
response to a joint action which has been circulated for final
coordination. MCPDV's will provide a sound, concise, accurate
presentation of the Marine Corps’ position. They nust specifically
identify what is objectionable to the Marine Corps and why and,
when appropriate, recormmend changes. They will be witten in a
positive manner using short, direct sentences. Wen one or nore

ot her Services share the Narine Corps’ view of the Joint Staff
paper, a Joint D vergent View nay be sent. MCPDV' s are signed by
the appropriate Marine Corps Service Planner and addressed to the
Director of the Joint Staff Directorate originating the action.
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They may NOT request consci ous addressal of an issue, i.e.,
addressal at a formal JCS neeting. However, they DO represent a
formal Marine Corps position. |f conscious addressal is required,
a Marine Corps Divergent View should be prepared for signature at
the appropriate level of addressal. MCPDV's will be prepared by

t he cogni zant AO, as shown in figure 3-3, and forwarded to the JACO
for processing and Service Planner signature. The Service Planner
will brief the DepopsDep or OpsDep regarding the proposed MCPDV to
ensure it accurately reflects the Marine Corps position. Once the
MCPDV has been approved and signed, the JACOw Il distribute the
MCPDV to the Services and Joint Staff.

4. Marine Corps Divergent View (MDV). MXDV's will be subnitted
to address Marine Corps divergent views on actions circul ated for
DepOpsDeps or OpsDeps decision. They will be subnmitted to the

aut hority approving the Joint Staff position: the Director of the
Joint Staff, Vice Director, or Director of the initiating
Directorate. MIDV's nay be signed by the OpsDep or DepOpsDep; the
signature level will be dictated by the originator of the original
action. A MCDV nmay be used to request conscious addressal of issues
at the level of the menber signing the paper, i.e., the DepOpsDep
signs a MCDV requesting a JCS DepOpsDep neeting agenda item The
cogni zant AO is responsible for preparing the MCDV, as shown in
figure 3-4, for processing through the JACO Once approved and
signed, the JACOw Il distribute the paper to the Joint Staff and
the Services, providing a copy to the AO

5. Commandant of the Marine Corps Divergent View (CMCDV). This is
t he highest |evel of addressal of Marine Corps divergent views for
papers distributed on joint matters. The CMCDV will be submitted to
the Joint Chiefs of Staff, as a corporate body, to address divergent
views on actions which are contentious enough to merit this |evel of
addressal. The CMCDV nmay only be signed by the Commandant, or the
Assi stant Commandant in an Acting status. The CMCDV will be
prepared by the cognizant AOin the format shown in figure 3-5, and
forwarded to the JACO for distribution. Submssion of a CMCDV will
result in conscious addressal at a formal neeting of the Joint
Chiefs of Staff. However, the CMCDV nust specifically request
addressal of the issue by the Joint Chiefs. |f addressal by the
Joint Chi efs does not achieve an agreenent on the CMCDV issue, and
CMC desires to further enmphasize or clarify the Marine Corps
position, a Commandant of the Marine Corps Menorandum (See paragraph
3003.2.) will be prepared, in lieu of an additional CMCDV, for

submi ssion to the Joint Chiefs of Staff and possibly the Secretary
of Def ense.




3003. PAPERS USED AS A FORM OF COMMUNI CATI ON BETWEEN NMEMBERS
OF THE JO NT CHI EFS OF STAFF

1. Mrine Corps Operations Deputy Menorandum (MCODM). The purpose
of the MCODMis to provide a vehicle for official correspondence
bet ween the OpsDeps and DJS or the DepQpsDeps and VDIS. It may be
signed by either the OpsDep or the DepOpsDep, addressed to
counterparts at their respective levels. The MCODM may address new
i ssues which require attention or request consci ous addressal of a
particular issue. MCODM s will be prepared by the cognizant AOin
the format shown in figure 3-6 and incorporated in a briefing book
using a JABS as the briefing nmenoranda, when required. The briefing
book will be forwarded through the JACO Once the MCODM i s signhed,
the JACOw Il distribute it to the addressees with a signed copy
back to the AO

2. _Commandant of the Marine Corps Menorandum (CMCM . This paper
carrying the same signature requirenents as the CMCDV, is submtted
to the Joint Chiefs of Staff and possibly the Secretary of Defense.
It is used to request formal action by the Joint Chiefs of Staff,
normal Iy on issues that have not been addressed previously. It may
al so be used as a formof official correspondence with other JCS
nmenbers. More frequently, the CMCMis used to represent the
position of the Comrandant of the Marine Corps to the Secretary of
Def ense on issues which could not be agreed upon by the Joint Chiefs
of Staff. |In accordance with the DoD Reorgani zati on Act of 1986

the Chairman, Joint Chiefs of Staff nust submit all dissenting views
of Service Chiefs to the Secretary of Defense for final disposition
The CMCM wi || be prepared (figure 3-7) by the cognizant AO and
submtted for signature in a briefing book, through the JACO The
JACOw Il distribute the CMCMto the appropriate officials after
signature. The CMCMis the only joint paper authorized for rel ease
outside of joint planning circles.

3004. MARKING OF TOP SECRET MATERIAL. Figure 3-8 depicts the
correct adm nistrative marking of all Top Secret naterial. Top
Secret material requires that the exact nunmber of pages and copies
be recorded, and a continuous chain of receipts be naintained for 2
years.
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3005.

distributed in accordance with the foll ow ng:

Paper

MCAOM

MCPM

MCPDV

CMCDV

DI STRI BUTI ON OF JO NT PAPERS

To

Joint AO

MC JACO

AO

Service AO s

Joint AO

MC JACO

AO

Service AO s

Joint AO

MC JACO

AO

Service AO s

JCS Di st

MC JACO

AO

Service AO s

JCS Di st

MC JACO

AO

Service AO s

JCS Di st

MC JACO

AO

Service AO s

JCS Di st

MC JACO

AO

Service AO s

Joi nt papers are

# of Copies

Oiginal + 1
1

1

1 each

6 copies total

Oiginal + 1
1

1

2 each

9 copies total

Oiginal + 1
1

1

2 each

9 copies total

Oiginal + 3

1

1

2 each

11 copies tota

Oiginal + 3
1
1
2 each
11 copies tota

Oiginal + 3

1

1

2 each

11 copies tota

Oiginal + 3

1

1

2 each

11 copies tota



MCAOM ###-
DD Mmm 1991
CLASSI FI CATI ON
From Mjor I. M AOQ, Joint Staff Branch, Plans Division, Plans,
Policies and Operations Depart nment
To: LTC 1. M JTAOQ USA, Long Range Strategy Branch, Strategy

Division, Strategic Plans and Policy Directorate, J-5
Directorate, Joint Staff

Subj: (U THE SUBJECT SHOULD BE CAPI TALI ZED ENTI RELY

1. (U The first paragraph should clearly state the AO s positions,
i.e., "subject to the incorporation of the foll owi ng changes, |
concur in the docunent.”

2. (U The second paragraph can be either narrative or, if there
are no narrative coments, list the specific reconmended changes
for the docunent. An exanple of a narrative comment is:

"2. (U The docunent fails to correctly identify the organization
of a Marine Air/Gound Task Force..."

An exanpl e of the specific change format is:
"2. (U Specific changes:

MC-1. (U Page 18, para. 4, line 11; change to read:

"Representing the United States 1nplenenting

st andardi zati on agreenents on conbined terninology..."

REASON: (U Redundancy within paragraph 3 and 4. Change wil|l

al so specify a responsibility of the J-7 Director.
3. (U The third and subsequent paragraphs may incl ude endorsing
statenments of other Service positions or reconmendations to hold AO
neetings, and may al so |ist a Headquarters Marine Corps Point of
Cont act .

CLASSI FI CATI ON
Figure 3-1.--Marine Corps Action Oficer Menorandum
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CCODE

MCAOM ###- 91

DD Mmm 1991
Subj: (U THE SUBJECT SHOULD BE CAPI TALI ZED ENTI RELY

4. (U) The cl osing paragraph should include a statenent that

clarifies the position of the AQ, i.e., "the addition of the above
recommendations will satisfy my concerns," or "subject to the
foregoing, | concur in the subject docunent."”

I. M AO

2

CLASSI FI CATI ON

Figure 3-1.--Marine Corps Action Oficer Menorandum
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CODE

MCPM ###- 91

DD Mmm 1991
CLASSI FI CATI ON
MEMORANDUM FOR THE DI RECTOR, J-__, THE JO NT STAFF
Subj: (U THE SUBJECT SHOULD BE CAPI TALI ZED ENTI RELY
1. (U The first paragraph should clearly state a Marine Corps
positions, i.e., "we concur in the paper as witten", or "the Marine
Corps concurs in the paper subject to the incorporation of the bel ow
listed changes.™
2. (U The second paragraph can be either narrative or, if there
are no narrative coments, list the specific reconmended changes for

the docunent. An exanple of a narrative comment is:

"2. (U The docunment fails to correctly identify the
organi zation of a Marine Air/Gound Task Force..."

An exanpl e of the specific change format is:
"2. (U Specific changes:
MC-1. (U Page 18, para. 4, line 11; change to read:

"Representing the United States | npl enent i ng

st andardi zati on agreenents on conbi ned term nol ogy..."

REASON: (U Redundancy within paragraph 3 and 4. Change
will also specify a responsibility of the J-7 Director
3. (V) Subsequent paragraphs nmay include endorsing statenents of
ot her Service positions, recomendations to hold AO or Pl anner
neetings, and may al so |ist a Headquarters Marine Corps Point of
Cont act .
CLASSI FI CATI ON

Figure 3-2.--Marine Corps Planner’s Menorandum
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CODE
MCPM ###- 91
DD Mmm 1991
Subj: (U THE SUBJECT SHOULD BE CAPI TALI ZED ENTI RELY
4. (U The closing paragraph should include a statenent that

clarifies the position of the MCPM i.e., "the addition of the above
recomendations will satisfy Marine Corps concerns.”

. M PLANNER
Col onel, U.S. Marine Corps
Mari ne Corps Service Planner

CLASSI FI CATI ON

Figure 3-2.--Marine Corps Planner’s Menorandum
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CCODE
MCPDV ###- 9
DD Mmm 1991

CLASSI FI CATI ON

VEMORANDUM FOR THE DI RECTOR, J-__, THE JO NT STAFF

Subj: (U THE SUBJECT SHOULD BE CAPI TALI ZED ENTI RELY

1. (V) The first paragraph should clearly state a Marine Corps
position, i.e., we nonconcur in the paper as witten," or "the

Mari ne Corps nonconcurs in the subject paper due to the foll ow ng:"
2. (U The second paragraph can be either narrative, discussing the
speci fic problemthat concerns the Marine Corps about the joint
action, or, if there are no narrative comments, list the specific
reconmended changes for the docunent. An exanple of a narrative

comment is:

"2. (U The docunent fails to correctly identify the
organi zation of a Marine Air/Gound Task Force..."

An exanpl e of the specific change format is:
"2. (U Specific changes:
MZ-1. (U) Page 18, para. 4, line 11; change to read:

"Representing the United States | npl enent i ng

standardi zati on agreenments on conbi ned term nol ogy..."

REASON:  (U) As written, incorrectly specifies the principal
pur pose of the Directorate.
3. (U The third and subsequent paragraphs nmay include endorsing
statements of other Service positions, recomendations to hold
AQ Pl anner neetings, and may also |list a Headquarters Mari ne Corps
Poi nt of Contact.

CLASSI FI CATI ON

Figure 3-3.--Marine Corps Planner’s Divergent View
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CODE
MCPDV i1 ##-91
DD Mmm 1991
Subj: (U THE SUBJECT SHOULD BE CAPI TALI ZED ENTI RELY
4. (U The closing paragraph should include a statenent that

clarifies the position of the MCPDV, i.e., "the addition of the
above recomendations will satisfy Mrine Corps concerns.™

. M PLANNER
Col onel, U.S. Marine Corps
Mari ne Corps Service Planner

CLASSI FI CATI ON

Figure 3-3.--Marine Corps Planner’s Divergent View
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CODE
MCDV ###- 91
DD Mmm 1991
CLASSI FI CATI ON
MEMORANDUM FOR THE (VI CE) DI RECTOR OF THE JO NT STAFF
Subj: (U THE SUBJECT SHOULD BE CAPI TALI ZED ENTI RELY
1. (V) The first paragraph should clearly state a Marine Corps
positions, i.e., (we nonconcur in the paper as witten, the Mrine
Cor ps nonconcurs in the subject paper due to the follow ng:).
2. (U The second paragraph can be either narrative, discussing the
speci fic problemthat concerns the Marine Corps about the joint
action, or, if there are no narrative comments, list the specific
reconmended changes for the docunent. An exanple of a narrative
comment is:

"2. (U The docunent fails to correctly identify the
organi zation of a Marine Air/Gound Task Force..."

An exanpl e of the specific change format is:
"2. (U Specific changes:
MC- 1. (U Page 18, para. 4, line 11; change to read:
"Representing the United States | mpl enent i ng

standardi zati on agreenments on conbi ned termninol ogy..."

REASON:  (U) As witten, incorrectly states the principal
purpose of the Directorate.
3. (U The third and subsequent paragraphs nmay include endorsing
statements of other Service positions, recomendations to hold
AQ Pl anner neetings, and may also |list a Headquarters Mari ne Corps

Poi nt of Contact.

CLASSI FI CATI ON

Figure 3-4.--Marine Corps Divergent View

3-14



CODE
MCDV ###-91
DD Mmm 1991

Subj: (U) THE SUBJECT SHOULD BE CAPI TALI ZED ENTI RELY

4. (U The closing paragraph should include a statenent that
clarifies the position of the MCDV, i.e., "the addition of the above
recommendations will satisfy Marine Corps concerns” or, if desired,

i nclude a request for conscious addressal of the issue at the
appropriate | evel JCS neeting (DEPOPSDEP or OPSDEP).

I. M OPSDEP

Li eutenant Ceneral, U S. Marine Corps
Marine Corps Operations Deputy to the
Joint Chiefs of Staff

or
I. M DEPOPSDEP
Maj or General, U. S. Marine Corps

Mari ne Corps Deputy Operations Deputy
to the Joint Chiefs of Staff

CLASSI FI CATI ON

Figure 3-4.--Marine Corps Divergent View
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CODE
CMCDV ##- 91
DD Mmm 1991
CLASSI FI CATI ON
VI EW OF THE COMVANDANT OF THE MARI NE CORPS
on
Subj ect (V)
1. (U This menorandum should be witten in first person as it is
t he personal view of the Commandant of the Marine Corps. Being a

divergent view it should state a clear position of the Marine Corps
and what steps need to be taken in order to satisfy that position.

CMC' s Signature

CLASSI FI CATI ON

Fi gure 3-5.--Comandant of the Marine Corps Divergent View
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CODE
MCODM ###- 91
DD Mmm 1991

CLASSI FI CATI ON
MEMORANDUM FOR THE (VI CE) DI RECTOR OF THE JO NT STAFF
Subj: (U) THE SUBJECT SHOULD BE CAPI TALI ZED ENTI RELY

1. (U The first paragraph should clearly state the Marine Corps
position, i.e., "I concur in the proposed paper subject to

i ncorporation of the following coments:" A Marine Corps
Operations Deputy Menorandum rmay al so request a conscientious
addressal of a particular subject.

2. (U The second paragraph should discuss, normally in the
narrative format, the specific problemthat concerns the Mrine
Corps regarding the proposed docunent.

3. (U The third and subsequent paragraphs may incl ude endorsing
statements of other Service positions, and nay also list a
Headquarters Mari ne Corps Point of Contact.

4. (U The closing paragraph should include a statenent that
clarifies the position of the MCODM i.e., "the addition of the
above reconmmendations will satisfy Marine Corps concerns.”, and/or
request that the recommended subject be discussed at the appropriate

| evel JCS neeting (DEPOPSDEP or OPSDEP) .

I. M OPSDEP

Li eutenant Ceneral, U S. Marine Corps
Marine Corps Operations Deputy to the
Joint Chiefs of Staff

or

I. M DEPOPSDEP

Maj or General, U. S. Marine Corps

Mari ne Corps Deputy Operations Deputy
to the Joint Chiefs of Staff

CLASSI FI CATI ON

Figure 3-6.--Mrine Corps Operations Deputy Menorandum
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CCODE
CMCM ##- 91
DD Mmm 1991

CLASSI FI CATI ON
MEMORANDUM BY THE COVIVANDANT OF THE MARI NE CORPS
for the
JO NT CHI EFS OF STAFF
on
Subj ect (V)

1. (U This menorandumwi |l be used to express concerns of the
Conmmandant to the Joint Chiefs of Staff on issues that are not

al ready active.

2. (U This may al so be used as a form of communication with other
nmenbers of the Joint Chiefs of Staff.

3. (U The menorandumwi || be standard single spaced fornat.

CMC s signature

CLASSI FI CATI ON

Fi gure 3-7.--Comuandant of the Marine Corps Menorandum
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Exanpl e of Top Secret O assification Mrkings

*Cl assified by:
Decl assi fy on:

(Page ___ of __ Pages)
(Copy ___ of __ Copi es)

* Required on first page only

TOP SECRET

Figure 3-8.--Exanple of Top Secret C assification Markings
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JO NT ACTI ON PROCESSI NG

CHAPTER 4

PREPARATI ON OF BRI EFI NG BOOKS FOR
JCS AGENDA | TEMS

4000. CGENERAL. Methods have previously been discussed in this
Manual by which issues nmay be resol ved without direct addressal by
the DepOpsDeps, OpsDeps, or the Joint Chiefs of Staff. This chapter
will explain howitens are addressed at JCS neetings. Included in
this chapter are the DepOpsDeps, OpsDeps, and JCS neeting schedul e,
the publication and distribution schenes of the JCS agenda, the
preparation of agenda item briefing books, and the briefing

requi renents associated with itens appearing on the JCS agenda.

4001. DEPOPSDEP, OPSDEPS, AND JCS MEETI NGS

1. Each week the DepopsDep, OpsDeps, and Joint Chiefs of Staff neet
to consider itens that have been placed on their respective agendas.
These agenda itens may be the result of contentious issues
previously discussed, or other infornmation or decision briefings
presented by the Joint Staff, Defense agencies, or nenbers of the
US. or foreign mlitary conmands. Though special neetings nay be
convened fromtine-to-tinme, neetings are normally held in accordance
with the foll ow ng schedul e:

JCS Body Tuesday Wednesday Fri day
DepOQpsDeps 1000

OpsDeps 1000 1000
JCS/ OpsDeps 1400 1400 1400
SecDef/ JCS 1430

2. The OpsDeps attends all neetings of the Joint Chiefs of Staff
except when the CICS and Service Chiefs nmeet in executive session
4002. _JCS AGENDA

1. The Special Assistant for Joint Matters in the Ofice of the
Director, Joint Staff publishes a daily listing which forecasts



items to be considered at the DepOpsDeps, OpsDeps, and JCS neeti ngs.
Fromthis listing, the JACO publishes and distributes the agenda for
the next neeting and a projected agenda for three neetings beyond
the next (figures 4-1 and 4-2 respectively). Prior to publishing

t he agenda, the JACOw Il notify the cognizant Branch Chiefs of
itenms which appear on the agenda. Upon notification of a
forthcomng item the Branch Chief will identify the AOto be
responsi bl e for the preparation of the briefing book and the oral
briefing of the item The agenda is published daily by 1000 for the
next neeting; for exanple, on Tuesday, Wdnesday's agenda and the
proj ected agenda for Friday through Wednesday are publi shed.
Distribution of agenda itens is as follows:

1 - CMC's Ofice

1 - ACMC's O fice

3 - OpsDep’'s Ofice

5 - Plans Division, PP&0

2 - Operations Division, PP&0O

1 - Deputy Chief of Staff for Manpower and Reserve
Affairs

1 - Deputy Chief of Staff for Installations and
Logi stics

2 - Assistant Chief of Staff, C4l2

1 - Assistant Chief of Staff, R&P

1 each - O her Headquarters departnents, divisions

and CG s when an item under their cognizance
appears on the agenda

2. On the norning of the schedul ed neeting, the JACO will publish
the nost current agenda for that day's neeting. It is inportant to
note that changes to neeting agenda occur frequently and, on many
occasions, only minutes before a neeting is to convene. For this
reason, Branch Chiefs and AO s should be prepared to respond on
short notice to changes in the agenda. This requirenent will be

di scussed in greater detail later in this chapter.



4003. OVERVI EW OF AGENDA | TEMS

1. Itens appearing on the agenda require the utnost attention of
the cogni zant AO. HQVC branches, divisions, and departnents, and
commands such as MCCDC and MARCORSYSCOM wi Il give priority to joint
actions over all other staff actions. Agenda itens for schedul ed
neetings will be reflected on the agenda published by the JACO and
will normally be in the form of:

a. Discussions. Discussions are itens to which there is no
briefing. They normally occur when there is a visiting dignitary
neeting with the Joint Chiefs of Staff.

b. Information Briefings. Information briefings are just that;
a briefer presents information which is discussed or noted by the
nmenbers in the neeting. No decision is required.

c. Decision Briefings. Decision briefings are presented to
obtain the approval of the Joint Chiefs of Staff on |ssues which
require that | evel of addressal because of dissenting views or when
a corporate policy decision is required.

2. AO Responsibilities. To ensure that the CMC, OpsDep, and
DepOpsDep are fully prepared to consider and discuss itens appearing
on the agenda, the Marine Corps AOis responsible for

a. Contacting the Joint Staff AOlisted for the agenda item
This contact is essential to obtain all available information that
will assist in formulating a Marine Corps position and briefing the
CMC, OpsDep, and DepOpsDep. For itens that are schedul ed as deci sion
briefings, immediate contact with the joint AOis critical. The
Marine Corps AO should obtain all information avail abl e regarding
the briefing. As a minimum this would include briefing slides,
script, and sone indication of the other Services’ positions on the
issue. This information is essential for the effective
participation of the CMC, OpsDep, and DepOpsDep in their respective
neet i ngs.

b. Preparing the briefing books, in the proper format, for
subm ssion to the Service Planner, Plans Division by 1500 the day
prior to the brief. AO s are required to conply with the
adm nistrative instructions in this Mnual.

c. Providing an oral brief on the agenda itemto the OpsDep and
DepOpsDep, and possibly CMC. The brief will occur on the day the



itemis to be discussed in the respective neetings. The AO may
al so provide a oral brief to the CMC as deened necessary by the
OpsDep or DepQpsDep.

d. Attending the debrief of the neeting at which the agenda
item was discussed.

4004. BRI EFING BOOXS. A briefing book for an agenda itemis an
orderly collection of docunments and information assenbled for use by
the CMC, OpsDep, and DepOpsDep in their respective neetings. Each
agenda itemis summarized in a concise point paper (figure 4-3),

tal ker (figure 4-4), and clerical details for talking papers (figure
4-5). Consolidated briefing books for the CMC, ACMC, OpsDep, and
DepOpsDep are conpiled fromindividual agenda-itembriefs the day
prior to the schedul ed neeting. These books are carried to the
respective neetings by the nmenbers attending. Cognizant Branch
Chiefs will ensure preparation of their agenda item briefing book is
coordi nated with the JACO and Marine Corps Service Planner and that
the briefing book is delivered to the Plans Division by 1500 the day
before the brief.

1. Nunber of Briefing Books Required. The nunmber of briefing books
requi red depends on whether the agenda itemis to be discussed
during a norning neeting (QpsDeps or DepOpsDeps) or afternoon
nmeeting (JCS). Accordingly, the JACOin coordination with the AO s
wi Il supervise the Plans Administration Section to prepare briefing
books in the quantity indicated bel ow

Nunber of Briefing Books Required

For Morning Itens For Afternoon Itens (Note 1)
QpsDep - 1 cve -1
DepOpsDep - 1 ACMC - 1
EA to QpsDep - 1 (Note 2) QpsDep - 1
DepDir, Plans Div - 1 (Note 2) DepOpsDep - 1
Service Planner - 1 Service Planner - 1
AO - 1 EAto OpsDep - 1 (Note 2)
DepDir, Plans Div - 1 (Note 2)
AO - 1

Note 1. For items to be discussed in both sessions, jointly the
JACO and AO s will prepare briefing books in the quantity indicated
for afternoon itens.

4-6



Note 2. The EA to the OpsDep and the Deputy Director, Plans

Di vi sion recei ve condensed versions of the consolidated agenda
books. To save materials and assenbly tinme, those two books have
only the point paper and tal ker for each agenda item

2. Submission to Marine Cords Service Planner, Plans Division
Wth concurrence of Branch Chiefs, briefing books are to be
submitted to the Service Planner, Plans Division via the JACO no

| ater than 1500 on the day prior to the neeting in which the item
is schedul ed. Adherence to this requirenent is essential to allow
for the follow ng:

a. Review of the briefing book by the Service Planner for
proper assenbly, conpl eteness, and placenent in the CMC, ACMC
OpsDep, and DepQpsDep briefing books which are taken to the neeting.

b. Early review of ALL briefing books for substance and
fam liarization by the Service Planner, DepQpsDep, and the QOpsDep.

3. Briefing books incorrectly assenbled or requiring substantia
nodification will be returned to the AO for correction. For this
reason, AO s who work outside of the Navy Annex should bring with
them a fl oppy diskette containing all originated material, and
coordinate for the use of conpatible word processing equi pnent prior
to their departure fromtheir work place. 1In the event corrections
or nodifications are required, it is the responsibility of the AOto
ensure that corrections or nodifications are nade and the briefing
books are expeditiously returned to the JACO or Service Pl anner

Del ayi ng these requirenents until the norning of the schedul ed
nmeeting will be approved only by the Service Planner. It is
essential that the AO and respective Branch Chief be available to
answer questions or clarify issues when the itemis being revi ewed
for content and administrative accuracy. Branch Chiefs and AO s
will not secure for the day until their briefing book has been
approved by the Service Planner and the next day's briefing
coordinated with the Deputy Director, Plans Division

4. |f circunstances preclude the tinmely subm ssion of briefing
books, it is inperative that the AOnotify the Service Planner or
JACO as soon as the delay becones apparent. The AO shoul d then be

prepared to give an oral briefing to the Service Planner on the
substance of the item as known.

4005. ASSEMBLY CF BRI EFI NG BOOKS

1. It is inportant that the AO and JACO ensure the briefing books
conformwi th the prescribed standards. Each paper should be inits
appropriate place for the conveni ence of the reader

4-7



2. Al docunents and papers appended to the brief will be assenble
according to the following system The briefs will be incorporated
in the consolidated briefing book in the order the itens appear on
the neeting agenda. The briefs will have a nunbered tab. Each
agenda itemw ||l have a tal ker and conci se point paper as the

i ntroductory docurents imedi ately after the nunbered tab. Any
document referred to in and appended to the point paper will be
identified by an al phabetical tab. Letters will begin with "A" for
each agenda item This systemwll allow AOs to devel op position
papers independently; they will only have to know t he order of
inclusion in the briefing book, which is derived fromthe agenda.

4006. BRI EFI NG AND DEBRI EFI NG AGENDA | TENS. Par agr aph 4001.1
provi des the normal schedule for neetings attended by the
DepOpsDeps, OpsDeps, and the Joint Chiefs of Staff. An essential
element in preparing the CMC, OpsDep, and DepOpsDep for schedul ed
nmeetings is the briefing of agenda itenms by cogni zant AO s.

1. The briefing of agenda itens is nornally schedul ed for 0800 on
Tuesdays, Wednesdays, and Fridays in Room 2018. Attendance at these
briefings is generally limted to the principals |isted bel ow or
their designated representatives:

a. Marine Corps Operations Deputy

b. Marine Corps Deputy Operations Deputy

c. Director, Operations Division

d. Executive Assistant to the OpsDep

e. Deputy Director, Plans Division

f. Service Planner, Plans Division

g. Branch Chiefs and AO s for schedul ed agenda itens.
(Attendance is MANDATORY). Representatives of HQVC divisions and
departrments and other commands with najor interest in a particular
itemw |l be invited to attend on a case-by-case basis.
2. If considered necessary by the OpsDep or DepOpsDep, the briefing

of an itemfor the CMC will be scheduled prior to his departure for
the JCS neeting. Briefings will be conducted in the CMC s office
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of an itemfor the CMC will be scheduled prior to his departure for
the JCS neeting. Briefings will be conducted in the CMC s office
attended by the OpsDep, DepOpsDep, Service Planner, and the Branch
Chi efs and AO s havi ng cogni zance of the itemto be briefed.
Briefings for the CMC are nornmally schedul ed 30 nminutes prior to his
departure for the JCS neeting. Fromtine-to-tine, the CMC nmay cal
for his briefing in his office at the Pentagon, Room 2E914.

3. The Briefing

a. The oral briefing is inportant in preparing the CMC, OpsDep,
and DepQpsDep for their respective neetings. While the briefing
book prepared by the AO provides neeting attendees with a val uable
ready-reference to be used during the neeting, the oral briefing is
essential as it conveys the proposed Marine Corps position to the
CMC, OpsDep, or DepQOpsDep. The briefing also allows for the
presentation and di scussion of views and circunstances which cannot
be expanded upon in the AO s briefing book

b. The briefing is a vital tool. The CMC, QpsDep, and
DepOpsDep rely upon the information presented in this briefing to
assist in the forrmulation of their positions. It is inperative that
each briefing be precise, accurate, and factual. The cognizant AO
must renmenber that the CMC, OpsDep, and DepQpsDep nust be as
know edgeabl e as the AO to ensure effective Mari ne Corps addressa
of the itemat a schedul ed neeting.

4., How and What to Bri ef

a. Assunptions. The briefer must be prepared for one or all of
the followi ng possibilities:

(1) The CMC, QpsDep, or DepQpsDep nay not be famliar with
the issue at all.

(2) Time constraints may preclude the briefer from providing
an in-depth brief of the item This possibility will require the AO
to get to the heart of the issue quickly or to only field questions
posed by the CMC, OpsDep, and DepQOpsDep.

(3) The introduction of new docunents related to the item
only moments before the briefing, necessitating a quick analysis and
possi bl e change to the briefing by the AQO

(4) During the briefing, discussion nay |lead to a change in
enphasis or position. |If this occurs, the AO would begin an



i mredi ate reconstruction or nodification of his briefing book upon
concl usion of the briefing to acconmpdate required changes in
enphasis or position. |If nmodification is to be substantial, the AO
may need to | eave the briefing i mediately upon concl usion of the
brief to begin corrective action.

b. Content. A stereotyped briefing format shoul d be avoi ded.
The key issue of the subject nmust be the salient point of the
briefing. Briefers should not read their briefing as the DepQpsDep
and OpsDep typically will have reviewed the briefing book prior to
AO presentation. Talker outlines are recormended as an alternative
to a prepared script. Wen briefing an item the briefer should
adhere to the foll owi ng sequence:

(1) ldentify the substance of the issue being addressed in
one or two concise sentences.

(2) Briefly describe the action the Joint Staff paper or
briefing is attenpting to acconplish

(3) ldentify the solution as proposed in the Joint Staff
paper or briefing.

(4) ldentify any previous action (JCS or unilateral) on the
sane issue

(5) ldentify any rel ated ongoi ng acti ons.

(6) ldentify other Service positions and the rationale for
their positions.

(7) ldentify the originator’s consideration of any
nonconcurrence.

(8) ldentify any’ views of the unified and specified
conmmands or ot her governmental agencies.

(9) ldentify major points of interest to the Marine Corps.

(10) Provide a clear and concise reconmended Marine Corps
position to include supporting rationale. It is critical that the
proposed position and supporting rationale be able to withstand the
close scrutiny of the other nenbers of the Joint Chiefs of Staff
and their respective OpsDeps, DepOpsDeps, and staffs.

5. Debriefs. Debriefs for agenda itens di scussed at DepOpsDeps,
OpsDeps, or JCS neetings will nornmally be held on the sane day as
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OpsDeps, or JCS neetings will normally be held on the sage day as
the neetings. Attendees at debriefs will include those individuals
who attended the norning briefing. Since the afternoon JCS neetings
do not usually conclude before 1630, AO s and their Planners wl |
not secure prior to the debrief. The Deputy Director, Plans
Division will notify AOs of the tinme of the debrief upon return of
the OpsDep or DepOpsDep. Attendance at debriefs by AOs and

Pl anners is mandatory unless notified otherwi se by the Deputy
Director, Plans Division.

4007. RETURN OF BRI EFI NG BOOXS. Once debriefing has been

conpl eted, all briefing books will be returned to the cognizant AO s
for disposition. AO s should retain at |east one copy of the
briefing book for future reference as long as the issue is dynam c.
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For Official Use Only
U S. Marine Corps, Joint Control
JO NT CHI EFS OF STAFF MEETI NG AGENDA
for

Friday, 25 Cct 1991

OpsDeps 1000

JCS/ OpsDeps 1400
Code 1. Information Briefing: (AM
Action Oficer MOP 132 Revi si on
Phone Nunber (Jt. Staff AO Service, J-Directorate,

Phone Nunber)

Meeti ng Attendees

Arny: LTG Peay GEN Rei ner
LTG Peay

Mari ne Corps: LtGen Stackpole Gen Mundy
Lt Gen Stackpol e

Navy: VADM Smith ADM Kel so
VADM Sni th
Air Force: Maj Gen Estes Gen Carns

Maj Gen Estes

Vertical Line indicates change fromthe previously published Agenda

As of 1000, 24 Cctober 1991
For Official Use Only

Figure 4-1.--"JCS Meeting Agenda"
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CLASSI FI CATI ON Action O ficer
Code phone
Dat e
Sanpl e Poi nt Paper
Subj:  MOP 132 REVISION ( )
JCS agenda, Friday, 24 Cctober 1991
(1 NFORMATI ON BRI EFI NG
1. () HIGHLIGHTS. MOP 132 has been revised to streanline
procedures for processing JCS papers. Al though the paper was
approved by the OPSDEPS on 13 Cctober 1991, the CICS wants to ensure
the Service Chiefs are in agreenment. Highpoints of the revised MOP
132 will be briefed.
2. () LNFORMATION
a. () The tineliness and useful ness of the JCS nilitary advice
has been criticized by proponents of the JCS reorganization, and MOP
132 had tended to be the focal point of the criticism MOP 132 has
been revised as an internal effort to inprove the quality and
responsi veness of JCS papers.

b. () MOP 132, as revised, streaniines the process in two
ways:

(1) () Elimnation of the flimsy/buff/green stages.
(2) () Establishnent of suspense dates for processing.
c. () During the MOP 132 revision process, all Services:
(1) () Supported the thrust of the revision
(2) () Supported changes that nakes the process better
(3) () Submitted changes to the proposed revision
d. () The revised MOP 132 is provided at Tab A

3. () RECOMMENDED ACTIONS. Not applicable.

Classified by: Miltiple Sources CLASSI FI CATI ON
Decl assify on: QADR

Figure 4-3.--Marine Corps Point Paper



CLASSI FI CATI ON Action O ficer
O fice Code
Dat e

Subj: MOP 132 REVISION ( )

4. () OTHER SERVICE POSITIONS. Note the brief. No objections
have been rai sed.

5. () MARINE CORPS PCSITI ON

a. ( ) Reconmmend the Marine Corps pose no objection to the
brief.

b. () RATIONALE. After a nmjor revision of policy, it is
correct to assunme the Joint Chiefs of Staff will direct mjor
revisions to that particul ar issue.

6. () QUESTIONS. Not applicable.

CLASSI FI CATI ON

Figure 4-3.-- Marine Corps Point Paper
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CLASSI FI CATION () AO RANK, CCDE, TEL NO
DATE

TALKER: () SUBJECT
PURPCSE/ Al M ( ) CONCI SE STATEMENT
CAPTI ON | SSUES
() TALKING PO NTS BY | SSUE, OUTLINE ONLY
() USE CONCI SE STATEMENTS
() | NCOWPLETE SENTENCES ARE ACCEPTABLE
( ) USE "BULLETS"

() NO BACKGROUND | NFORMATI ON

DI SCUSSI OV DECI SI ON BRI EFS
( ) PO NTS TO MAKE
() ANTICl PATE ARGUVENTS AND USMC COUNTERS

( ) DIRECT COMMUNI CATI ON FROM AO TO PRI NCI PAL

| NFORMATI ON BRI EFS
() QUESTIONS:
() VHAT I'S PROGRAM | MPACT OF X Y Z?
() HAS STATE REVI EVED THI'S POSI TI ON?
( ) HONMICH WLL THI S COST?

( ) DIRECT COMMUNI CATI ON FROM AO TO PRI NCI PAL

CLASSI FI CATION ()

Fi gure 4-4.--Tal ker



CLERI CAL DETAI LS FOR TALKI NG PAPER

MAJOR | SSUE

STATE MAJOR | SSUE

LI ST CRI Tl CAL SUB- ELEMENTS

- ONE OF TWD WORD BULLETS - OTHER FACTORS BEARI NG ON
| SSUE BOTTOM LI NE

REBUTTAL ARGUMENTS

- RECOWMENDED PCSI TI ON

SECOND | SSUE
STATE MAJOR | SSUE AS ABOVE

- USE FORMAT AS ABOVE FOR THI S FOLLOW NG | SSUES

QUTLI NES
PLACE BOXES ARCUND A COVPLETE | SSUE
- BOX NEED NOT CONFORM TO MARG N

- PURPGCSE | S TO ENCAPSULATE EACH | SSUE

CLASSI FI CATI ON
Not e: Pl ace the highest level of classification of the Talker, in
the upper left and lower right corners of the Tal ker. Additionally,

mar k each portion (section, part, paragraph, or subparagraph) wth
its proper classification markings.

Figure 4-5.--Clerical Details for Tal king Paper
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JO NT ACTI ON PROCESSI NG
CHAPTER 5

PROCEDURES FOR REVI EW OF PLANS OF THE CI NCS
OF UNI FI ED AND SPECI FI ED COVVANDS

5000. GENERAL. The Director, Plans Division is responsible within
HOMC for the review of operation plans subnitted to the Joint Chiefs
of Staff by the Conmander-in-Chiefs of the conbatant conmands. The
review i s conducted in accordance with Chapter 3, Volune I, of the
Joint Operations Planning System (JOPS). The procedures descri bed
herein apply to unified and specified command operati on and concept
pl ans (i ncludi ng annexes, appendi ces, and changes), bilateral and
mul til ateral operation plans, emergency evacuation plans, continuity
of operation plans, and disaster relief plans.

1. Requirenment for Operation Plans. The Joint Strategic
Capabilities Plan (JSCP) identifies operational planning tasks which
require the preparation of either operation plans or concept plans.
The CINC s of conbatant conmands may, at their discretion, prepare
operation plans in lieu of concept plans.

2. Operation Plans. An operation plan is a plan for the conduct of
mlitary operations which may be converted into an operation order
with minimumalterations. An operation plan must include

Ti me- Phased Force Depl oynent Data (TPFDD) necessary for the

conpl etion of force and depl oynent planni ng by headquarters and
agenci es which participate in the planning process. Upon receipt of
an operation plan froma CINC, the Secretary, Joint Staff (SJS) wll
circulate a tasking, and the plan if necessary, to the Joint Staff
directorate assigned prinmary staff responsibility and to the
Services for review. The operation plan may al so be distributed to
other Joint Staff directorates and Def ense agencies, as appropriate.
Upon receipt of the tasking, the Joint Staff AOw Il issue an Action
Directive (Blue Bullet) to solicit points of contact and al so task
review of the plan. Service comments will be submitted to the SJS
within 30 days fromthe date of tasking. After considering the
comrents submitted by the Services and other agencies, the Joint
Staff directorate with prinmary staff responsibility will prepare a
JCS Form 136 for approval in the nane of the Joint Chiefs of Staff
within 60 days of the date of tasking. The Form 136 will then be
forwarded to the Services for final coordination

3. Concept Plans. A concept plan is an operation plan in
abbreviated format which requires expansion during execution

pl anni ng. The objective of concept plans is to devel op sound
operational and support concepts which may be readily expanded into
an operation plan or operation order, should the need arise.

Concept plans do not require a TPFDD or detail ed annexes and




appendi ces. Upon recei pt of a concept plans froma CINC, the SJS
will task review of the plan in the same nanner as an operation

pl an. Upon receipt and consideration of Service coments, the
cogni zant Joint Staff directorate will prepare a JCS Form 136 for
approval in the name of the Joint Chiefs of Staff within 60 days of
the date of tasking. The Form 136 will then be forwarded to the
Services for final coordination.

4. Changes to Operation and Conceit Plans. The Joint Staff
directorate having prinary responsibility will review changes to
operation and concept plans to deterni ne whether any significant
aspect of the plan, such as assunptions, force requirenents, or
supporting requirements, has been nodified. |If so, the change wll
be referred to the Services and appropriate agencies for review,
coment, and then voted in the same manner as operation plans.
However, the reviewwill be linmted to those portions of the plan
af fected by the change.

5001. REVI EW PROCEDURES

1. Initial Action. Taskings fromthe SJS requesting review and
comment on operation or concept plans are routed by the JACO to
Plans Division for action. Upon receipt of the directive, the
cogni zant AOw Il screen the plan to deterni ne which Headquarters
departnents or divisions have an interest in the plan. The plan
will then be staffed for review and comment from those departnents
and divisions. Assisted by the submtted coments the AO will
conduct a thorough review of the plan to determine if the plan is
adequate (satisfies the JSCP tasking) and feasible (wth apportioned
resources) to the Marine Corps, or what changes shoul d be
reconmended.

2. Detailed Review In the conduct of the review, the follow ng
guesti ons should be of primary concern

a. Does the plan respond to JSCP tasking?

b. 1Is the plan adequate and feasible for acconplishing the
nm ssi on assi gned?

(1) The review for adequacy determ nes whet her the scope
and concept of the planned operations are sufficient to acconplish
t he assi gned task.

(2) The review for feasibility determ nes whether the
assigned task could be acconplished by inplenenting the plan and if
the forces, transportation, and |ogistic resources required of
departnments and agenci es other than DoD can be provided.
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c. |s the concept consistent with Joint and Mari ne Corps
doctrine?

d. Are command rel ationships in accordance with approved
doctrine?

e. Does the plan provide the necessary TPFDD, i ncluding
Ti me- Phased Force Depl oynent List (TPFDL) and Ti me- Phased
Transportati on Requirenent List (TPTRL)? NOTE: The TPFDD i s not

required for concept plans. The TPFDD for operation plans will be
distributed in card or tape nedia fromwhich hard copy printouts
can be prepared. It may also be printed in the operation plan

The TPFDD shoul d be reviewed by the AOin conjunction with the plan
narrative.

5002. SUBSEQUENT ACTION. Upon conpletion of the detailed review,
the AOwi Il prepare a Menorandum of Acceptability (MOA) (figure 5-1)
to the SJS either stating that the plan is acceptable to the Marine
Corps or recomendi ng changes to the plan in the formats prescribed
in Chapter 3, paragraphs 3002.1 through 3002.3. Sufficient
justification nmust acconpany any recommended changes. The MOA is
signed by the cognizant Marine Corps Service Planner

1. Recommended changes will be execution-critical or substantive
in nature and the Marine Corps acceptability of the plan will be
subject to inclusion of these changes. Execution-critical changes,
if concurred by the other Services, will be forwarded to the
appropriate CINC and nust be incorporated into the plan i medi ately.
Substantive changes, if concurred by the other Services, will be
forwarded to the appropriate CINC and nust be incorporated into the
plan within 30 days of receipt. Admnistrative (non-substantive)
changes, designated as such, may be recommended. |[|f concurred by
the other Services and revi ewi ng agencies, the admnistrative
changes will be forwarded informally by the cognizant Joint Staff
directorate to the CINC for consideration. Changes not affecting
the intent of the plan to acconplish assigned tasks should be

avoi ded.

2. In addition to preparing the MOA, the AO prepares bucktag
comrents (figure 5-2) which

a. Explains the nature and purpose of the plan

b. Indicates, using reference tabs if appropriate, that Mrine
forces are involved or states no Marine forces are invol ved.
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c. Refers, as appropriate, to Marine Corps coments and
recomendati ons in the MOA

d. Lists other Headquarters divisions, departnents and ot her
comands which the plan was coordinated with during review

5003. FEINAL ACTI ON

1. The MOA will be attached to the bucktag coments and forwarded
for review and signature by the cogni zant Marine Corps Service
Pl anner.

2. Follow ng signature, distribution of the MOA and bucktag
comments will be as follows:

a. The original signed MOA will be forwarded to the SJS for
circulation to the Services and appropri ate agenci es.

b. The AOwill retain a copy of the approved MOA for use in
review ng the vote, when published and circulated for Service
concurrence.

c. Six copies of the bucktag comments will be provided to ARFB
for insertion into the copies of the plan.

3. ARFB will ensure that all copies of unified and specified
command pl ans, including inserted, approved changes, are retained
until cancel ed or superseded. ARFB will also ensure that copies of
the plans are placed in alternate headquarters relocation sites, as
appropri ate.
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DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
WASHINGTON, DC 20380

SAMPLE MEMORANDUM OF ACCEPTANCE
Code
Dat e
CLASSI FI CATI ON
MEMORANDUM FOR THE SECRETARY, JO NT CHI EFS OF STAFF
Subj: CHANGE NO 5 TO CI NCLANT OPLAN 0000 ( )

Ref : (a) JCS 1234/567-8
(b) JOPS, Vol 1, Chap 3

1. () The subject (change/plan/annex, etc.) referred to the
Services by reference (a), has been reviewed in accordance with
the provisions of reference (b).
2. () The (change/pl an/annex, etc.) is considered acceptable
to the Marine Corps (subject to inclusion of the follow ng
change (s) :) (See Note 1)
MC-1. ( ) Page 23, paragraph 4, line 5: Change to read as
fol | ows:
"...two Marine Expeditionary Units..."
REASON: Accur acy
/'sl Pl anner
G ade
Mari ne Corps Service Planner

Classified by:
Decl assify on: CLASSI FI CATI ON

Note #1. This submission will be line nunbered if changes are
Il engthy or nunerous in order to facilitate readi ng and
conpr ehensi on.

Figure 5-1.--Menorandum of Acceptability
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SAMPLE BUCKTAG COMVENTS

CLASSI FI CATI ON
Code
Dat e

1. (U Change No. 5 to Cl NCLANT OPLAN 0000, provides the specific
plan for the anphibious assault of Onslow Beach and will be executed
by JTF-39 when directed by CINCLANT on instructions fromthe Joint
Chiefs of Staff. The mission of the operation will be to ensure
seizure of the urban areas and establishment of liaison with the
local citizenry.

2. (U The operation will be conducted by the anphibi ous forces and
wi Il include seizure of adequate beach areas for recreation/athletic
purposes. The Anphi bi ous Task Force will include two MEUs as the
Landi ng Force.

3. (U This change is considered acceptable to the Marine Corps.

4. (U COORDI NATION. Codes PO and A.

/' s/ Pl anner
Nane

G ade

Title

BUCKTAG COMVENT ON: S&C C1369, ClI NCLANT OPLAN 0000 (Onsl ow Beach)

CLASSI FI CATI ON

Fi gure 5-2.--Bucktag Coments
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JO NT ACTI ON PROCESSI NG

APPENDI X A
JO NT ACTI ONS PROCESSI NG ASSOCI ATED TERNMS
Chai rman’ s Menorandum A formal menorandum i ssued by the CICS
(™M for distribution to the Service Chiefs.
Consci ous Addressal Formal agenda consideration of an item
Corri gendum Formal change(s) to a joint paper

i ssued by the cogni zant Joint Staff
directorate or the SJS. Changed
portions are identified by change bars
inthe left margin of the page,
opposite the affected |ines.

Debri ef An oral summarization of results OF a
JCS, OpsDeps, or DepQpsDeps neeting.
Debriefs are usually given by the
OpsDeps or DepOpsDep.

DJS Menorandum (DISM A formal menorandum i ssued by the office
of the Director of the Joint Staff to
the Service Chiefs, OpsDeps, DepOpsDeps,
subordi nat e agenci es of the Joint Staff,
O fice of the Secretary of Defense, and
ot her governnental agenci es.

Green Directives A general termfor the green-col ored
papers that are issued by the SJS for
distribution within the Joint Staff, to
appropri ate echel ons of the Services,
CINC s, and to specified Defense
agenci es. These papers refer inconm ng
communi cations to the Joint Staff
directorates, the Services, and to
speci fi ed Def ense agencies for
i nformation, study, guidance, and
appropriate action.

Hol d The wi t hhol di ng of a Marine Corps
coordi nati on on a joint paper, or
portion thereof, pending resolution of a
poi nt or receipt of additiona
gui dance

| mpl errent or That portion of a joint paper that
carries out action; normally a
menor andum or nessage to appropriate
addr essees.
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| n-book Item

JACO

JCS Deci sion

JCS Meeting

JCS Menorandum (JCSM

Joint Staff

MISec, Mlitary
Secretari at

Not e to Hol ders

An itemto be considered at a neeting
that does not appear on the fornal
circul ated agenda. The SJS or the DJS
wi || advise the Services of "In-book"
itemns.

Joint Action Control Ofice

Decision by the Joint Chiefs of Staff
or, in their name, by the OpsDeps, or
DepOpsDeps in a neeting.

A neeting in "The Tank"™ by the Joint
Chiefs of Staff, OQpsDeps, or DepOpsDeps.

Menoranda by the Joint Chiefs of Staff
for individuals or heads of agencies
outside the Joint Staff and the Services
(e.g., the Secretary of Defense) . They
normal Iy derive fromreports submtted
for JCS consideration. They are signed
under the authority line "For the Joint
Chiefs of Staff.” They are occasionally
signed by the CICS, but nore often by
the DJS or VDJS.

The Joint Staff assists the Chairman,
JCS and subject to the authority,
direction, and control of the Chairman.
The ot her nenbers of the JCS and Vice
Chairman in carrying out their
responsibilities. It shall not operate
or be organi zed as an over-all arned
forces governing staff and shall have
no executive authority.

Menor andum by the Chai rnan of the Joint
Chiefs of Staff

Functions as a JACOto a Joint
Directorate.

An administrative notice to the prior
reci pients of a nunbered joint paper. It
may supersede, w thdraw, cancel, or
require return of the paper, announce
conpl etion of action, or provide
information relative to it.



NSC
NSDD
NSSD

Possi bl e Di scussi on

Saniti zed Copy

Split

Tabl e (verb)

The Tank

Yel | ow

Nati onal Security Council
Nati onal Security Decision Directive
Nation Security Study Directive

An item which may be considered at an
I[tem (PDI) neeting of the DepOpsDeps,
OpsDeps, or Joint Chiefs of Staff but
has not been confirmed as a schedul ed
agenda item Presidential Directive
(PD) used to promul gate Presidential
deci sions on National Security matters.
Purple a witten proposal containing
recommended changes to a joint paper.
Normal Iy submitted in the formof a
MCDV or CMCDV.

The reproduction of a joint paper by the
SJS with deletion of all references to
j oi nt papers.

Atermused to refer to (1) a JCS

deci si on wherein one or two nenbers of
the Joint Chiefs of Staff have differing
vi ews which are so noted in the JCSM
forwarded to the Secretary of Defense,
and (2) a joint paper containing
unreconciled views. Traditionally, the
CJCS signs all split CSMs.

The distribution of a Service divergent
view at a JCS, OpsDep, or DepOpsDep
neeting as contrasted to its circulation
prior to a neeting.

Room 2E924, the Pentagon, where neetings
of the JCS, OpsDeps, or DepOpsDeps are
hel d.

Status Report of Tank Items, published
by the Special Assistant for Joint
Matters. The "Yell ow' shows upconing
topics which will be discussed within
t he Tank.





